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(6016) 499 8321

jamietan126@gmail.com
Personal Statement

A highly organized, adaptable and responsible person with experience in banking and academic settings. Several years of work experiences have enabled me to develop a good analytical approach, good organizational skills, and the ability to work under pressure. With all the work experiences I have gained over the years, I am able to bring the qualities to the new work place.

Key Skills

· Good critical analysis skills with high attention to detail

· Good time management

· Proficiency in all areas of Microsoft Office

· IBM SPSS Analysis/ Smart PLS 2 & 3 Analysis

Languages Proficiency

· English
· Chinese
· Malay
Educational History

Master of Arts (Management)










 2014-2016
School of Management, Universiti Sains Malaysia

Thesis Title: Green Entrepreneurial Intention Among Malaysian Nascent Entrepreneurs: An Integration of Entrepreneurial Intention Models
Graduate On Time

Bachelor of Technology, B.Tech (Hons.)








 2007-2010
School of Industrial Technology, Universiti Sains Malaysia

Major in Bio-resource, Paper & Coating, minor in Management

CGPA 3.63/4.00

Academic Awards/ Achievement

· USM Fellowship 2014-2015

· USM Fellowship 2015-2016

· Dean's List Certificate Semester 2 Year 2007/2008

· Dean's List Certificate Semester 1 & 2 Year 2008/2009

· Dean's List Certificate Semester 1 & 2 Year 2009/2010

Career History

Translator + Proofreader Freelancer                           Nov 2011 – Present

· Provide translation (English & Chinese/ Mandarin/ Cantonese & Malay exclusively), transcription, data analysis, data entry, typing, proofreading, basic graphic design services to online/ offline clients
Senior Credit Administration Executive






 Nov 2016 – Present
AmBank (M) Berhad

· Check billing notices, reminders and internal letter of demand sent to borrowers

· Monitor the accounts that default in payment for issuance of the external letter of demand

· Prepare instruction to solicitor to recall the facilities granted to the default borrower

· Prepare loan outstanding calculation and statement of account for litigation purposes

· Prepare bank reconciliation on control accounts

· Custodian of physical cheques and monitoring maturity of the post dated cheques

· Check daily reports stored in the Metafile
Research Assistant/ Fellow





               Oct 2014 – May 2016

Universiti Sains Malaysia

· Conduct research (literature reviews, data collection and analysis)

· Prepare materials for submission to granting agencies and foundations

· Other duties and responsibilities may be assigned by university (invigilator and supervise undergraduate students) 

Senior Credit Administration Executive



           Nov 2013 – Aug 2014

Hong Leong Bank Berhad

· CIF & AA creation in HOST system

· Maintenance of CIF in HOST system

· Conduct CCRIS, CTOS & Connected Party checks

· Initiate Credit Application (CA) for Account Relationship Officers

· Collate and execute customer's Profitability Mode
Consumer Lending Specialist





            Nov 2010 – Oct 2013
AmBank (M) Berhad

· Responsible for helping our customers to finance their major asset purchases, such as a family home or motor vehicle, by providing a range of lending products suited to their needs

· Market consumer lending products to customers e.g. mortgage, personal financing, auto-finance and small business lending and engage in cross selling of other AmBank’s products based on customer needs
University Service

· Participated in Alumni Roundtable Discussion USM at March 2015

· AJK for PhD Club School of Management (USM) Year 2015/2016

· Participated in Kursus Bina Negara Mahasiswa (Asas) USM from 16 Jun to 20 Jun 2008

· AJK for Kelab PEMADAM Year 2008/2009

· AJK for Kung Fu Club Year 2008/2009

· 36th USM Convocation Exhibition Year 2007/2008

· Facilitator for Cyber Saujana USM Year 2007/2008

· Participated in Program Gotong-Royong organized by USM Year 2007/2008

· Participated in English Day USM at March 2009

· Participated in Rock to Rock Run at October 2012

· Participated in Star Walk Penang 2011

· Participated in Penang Bridge International Marathon Year 2010 & 2012

Professional Examination Taken/ Certificates Obtained

· Institut Bank-Bank Malaysia (IBBM) Module 1 – Financial System and Principles of Credit (Passed)

· Certificate Examination in Investment-Linked Life Insurance (Cert No.IL076205)

· Pre-Contract Examination for Insurance Agents Certificate (Cert No.PCEIA139785)

· Takaful Basic Examination (Cert No.TBE08032)

· Certificate of Completion on Overview of Cheque, Organised Crime, Anti Terrorism Financing Act 2001 courseware in Year 2013

Referees

	Name: Associate Prof. Noor Hazlina Binti Ahmad

Institution: Universiti Sains Malaysia

Designation: Deputy Dean/ Lecturer

Contact No: 012-4240886

Email: hazlina@usm.my
	Name: Mr. Yap Yee Chin

Institution: Alliance Bank Berhad

Designation: Branch Manager

Contact No: 012-4811680

Email: yeechin125@gmail.com


